RELEASE OF EXHIBITS
Pursuant to Arizona Rules of Court, Rules of Criminal Procedure – Records and Evidence 28.1, 28.2; Superior Court – Local Rules – Maricopa County 2.8(d), the clerk of the court may return or dispose of exhibits if the record does not show that the action or proceeding is pending, is subject to modification or on appeal in any court.

Pursuant to Arizona Rules of Court, Rules of Criminal Procedure 28.2(c), Items shall be returned to the seizing or acquiring agency for disposition.  Where private possession of the item is not illegal or otherwise prescribed by law, it shall be returned to the legal owner unless the owner’s whereabouts are unknown or the owner is unwilling to accept it.  When such return is not possible, the item shall be sold or otherwise disposed of in the manner prescribed by law.

Preparing Release - Non-Active Cases:
Exhibits Clerk:

· Verifies the worksheet is entered in Exhibit Tracking System (ETS); if not, enters the worksheet and assigns a round number
· Criminal includes:

· Seizing agency

· Departmental Report Number (DR number)

· Release date

· Updates “Location/Notes” in ETS; enters round number, exhibits clerk name and agency, if applicable

· Enters the round number in ETS for each case released, retrieves the “Disposition of Exhibit Worksheet” (DEW) and enters:
· Plaintiff(s)’ exhibits; press “yes” or “no”

· Defendant(s)’ exhibits; press “yes” or “no”

· Court’s exhibits; press “yes” or “no”

· Criminal enters:

· “Date of Final Disposition”; sentencing date

· “Disposition Document”

· Prints DEW; used as release or disposal receipt
· Criminal Release: 1 copy; seizing agency
· Criminal Release prints:

· “Seizing Agency Exhibit Release List”

· “Security Exhibit Release List”; includes with the agency exhibit(s)

· “Exhibit Inventory Release List”

· Pulls and verifies the exhibit(s) from Area 1 and Area 3

· Pulls and verifies the exhibit(s) from storage in Area 2; retain in Area 2 until item is released

· Sorts the exhibits by submitting party
· Attaches the DEW to the exhibits.  If an exhibit cannot be located, a “Notice to the File” must be prepared, filed, docketed and scanned for inclusion into the case record.  A copy is provided to the plaintiff, defendant or seizing agency.
· Stores and labels the “to be released” exhibit(s) by round number
· Non-criminal Release:  Labels the box/envelope with release and disposal date
· Criminal Release:  Separates and labels by seizing agency, defendant and round number.  Area 2 items must remain in vault until released.
· Sends the notification; refer to “Notification of Release” procedures
Release of Exhibits:
Exhibits are released to the party of record or seizing agency who introduced the exhibit(s) for identification.
Exhibits Clerk:

· Verifies designated party of record claiming exhibit(s); recipient must bring notification letter and photo identification; Criminal Release – seizing agency: schedules a time to release the exhibits
· Pulls the exhibit(s) and DEW
· Verifies the recipient’s identification; enters the form of ID on the “I.D. No” line on DEW

· Reviews each exhibit released in the presence of the recipient; the DEW designates party, hearing date and item(s) released
· Scans the exhibit tag; changing status from “to be released” to “released”

· Mark exhibit tag with “R” or stamp as released; Criminal Release:  Exhibit tag is not marked as released when releasing to the seizing agency; remains attached to the exhibit
· Obtains from party:
· Name
· Address

· Telephone Number

· Signature on “Signature – Receiving Party” line

· Signs on the “Signature – Deputy Clerk” line

· Prints name on “By” line

· Enters date of release
· Retains the DEW until all exhibits are released
· Hand-files the DEW and sends to docket for inclusion into the case record

Disposal of Exhibits:

If the party of record does not pick-up the exhibit(s) by the date entered in the notification letter, the item(s) is disposed.
Exhibits Clerk:

· Reviews iCIS (Integrated Court Information System) and verifies a request to retain the item(s) is not filed

· Verifies exhibit(s) not released
· Scans the exhibit tag; changing status from “to be released” to “disposed”

· Removes and disposes of exhibit tag

· Disposes exhibit(s):

· Paper exhibits; place in the locked recycle bin

· Sensitive paper documents; shred

· Charts; label as “trash”, place in trash bin

· X-Rays; team lead arranges for pick-up by contacted vendor

· Items with a purported value exceeding $25 are sent to auction
· Hazardous materials; dispose in accordance to the Bio-Hazardous
· Weapons, dangerous instruments and ammunition:

· Non-Criminal:  Completes “Notice to the File”; releases to the AZ Department of Public Safety
· Criminal:  Releases to the seizing agency

· Stamps “disposed” on the DEW

· Signs on the “Signature – Deputy Clerk” line

· Enters date of disposal

· Retains the DEW until all exhibits are disposed

· Hand-files the DEW and sends to docket for inclusion into the case record

